How to Create a New Database

Campaign ToolBox™ and click on “Close this Form.”

=% Welcome to Campaign ToolBox - Kentucky

The curent databasze file iz C:5Program Files“CTBEYCampaign.mdb . IF you would like
to uze a different database file, cloge thiz form then click on File | Open, or click on the
Initial program setup’ button to set up a new databaze file.

Yersion 2.4.5

Iritial Program Setup Create Statuton Reports

Enter Contributions Demographic / Suppaorter

Enter Expenses Cloze this form

Thiz opening form contains shortcuts for commonly uzed operationz. These operations
cah alzo be reached through the menu itemzs.

Copyright 2 2006 Adjutant Software, Inc. - http: /A, adjutant. com

Click on Tools > New data file with existing demog records.
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Initial Program Setup

Options

Mew data File with existing dernog records
Merge Duplicates

Show Opening Farm

Clear recently-used Files lisk

Copy daka files to disk
Database update
Database utilities
Diagnostic Mode OnyfiofF
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How to Create a New Database

A window will be displayed informing you that this procedure creates a new database file. Click “Yes”
to continue.

Create new database

<P This procedure will create a new database File with the demographic data From an existing File, This is used when there will be overlapping campaigns (a
. )

new campaign starks before a previous campaign is officially closed),

Do you wank ko conkinue?

Enter a name for this new database. Example: Use something that is meaningful to you such as
“GENO7.”

Pleaze zelect a name for the new database file and click,
an the "0FK" buttan,

Cancel |

You will get a message that the new file has been created. Click on “OK” to continue.

[Datahase create status

contain any transaction records {contributions, expenses, etc.),

i J The File GEMOT has been created. This contains all of the demaographic infarmation as your ariginal database file, This new database file does naok

To use this new database file, click on "File | Open"and select it.
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How to Create a New Database

To open the new database, click on File> Open to open the database you just created. Double click
on the file you just created.

“~* Campaign ToolBox - Filer # 174276 fo Open database file

ports  Tools  Intermet  Help Lgezafl e IbETEK‘r’ j

: 2 ICIEACKUP
I DataBackup
by Recent ICIFDF
Documents .
@Campalgn.mdh

P [2] sEMO7.mdb

File Activities

Export daka

CAProgram Filest CTEKY Mew, mdb
C:AProgram Files\CTEKY Campaignz. mdb
C:AProgram Files\CTEKY Y Campaign, mdb
C:\Program Files\CTEKY Testing0a, mdb

Deszktop
Exit

A window will display informing you that the new data file you created will be the default database.
Using your mouse, click on “OK” to continue.

Database file

i 3 i Zi\Program Files\CTEEYYGEMO? .mdb is now the default database file. Campaign ToolBox will open on this File until vou change it, sowou do not need ko

click on File | pen again unless vou want to use a different database file,

Click on Tools > Initial Program Setup to begin setting up this database for the new election

A Campaign ToolBox - Filer # 174276 for Election date 11/07
File ackivities Repo Tools  Internet  Help

Initial Program Setup

Oplions

Mew data File with existing demog records

Merge Duplicates

Shiows Opening Form

Clear recently-used Files list
Copy data files ko disk,
Diatabase update
Database utilities
Diagnostic Mode OnfOFF
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How to Create a New Database

Click “Yes” to verify that you want to use this new database during setup.

Campaign ToolBox Setup

Cancel

Campaign ToolBox Setup

Setup will be done using C:\Program Filest CTEKYYGENOF .mdb as the database file,

Cancel

Since you created this database from an existing database your information will be transferred. There
are only a few pieces of information that need to be changed.

=¥ Setup Guide

Thiz Setup Guide will take vou through the initial program
zetup. Tao custamize the program ta suit your specific
needs, click on "Tools", and then select "Setup” after
wou have completed this Setup Guide.

Depending on what tepe of FBeparting E ntity you are filing
. . far, some fields will be dizabled.
Click on “Next” until you get to step 13 of 53

There are 53 stepz in thiz process.

Step 0 of 53 Cancel/Cloze |
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How to Create a New Database

=¥ Setup Guide

114072005

Election Date - Max. field zize =10
Thiz iz a required field. Enter the Election date far this

databaze file.
: [MPORTAMT - & new databasze file MIUST be created for
On Step 13, Cha_nge the election qate to each new election. Do not simply continue adding
reflect the election this database is records bo a database file from a previous election,
intended. I1ze . ddpyow format for the date.

< Back

Step 13 of 53 Cancel/Close |

=¥ Setup Guide

174276
If you are creating a new General Filer Murnber - Maw. field size = 20
i i i Thiz iz a required field. Enter pour state-izsued Filer 1D
m data flle' you will be SEI-’]t anew nurnber. [f pow do not have it call KREF at B02-573-2226
filer number for the general election after amd ask thern for pour rumber,

the Re.gIStry has recelvgd mformat'lon If testing in Trial Mode, enter "12345",
regarding successful Primary candidates.
Enter the Filer number that corresponds to
the election associated for this newly
created data file.

Click on “Next” until you get to step 51. < Back

Step 23 of 53 Cancel/Close |
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How to Create a New Database

: Setup Guide @

10/11/2006

Campaign Start Dale - Max. fizld zize =10

E nter any date on or before pour first record to be
reported. Thiz date iz uzed ta tell the program toignaore all
records prior ko thiz date.

This date shu:uu_ld always be earlier than AMY records in
Enter the Campaign start date. This will be thiz databaze file that should be reparted.
the day after the Primary if you are setting PACs should use a date like 01./01,/41990.

up a General election database. Use mm/dd/upey format for the date.

After entering the date, click on
“Cancel/Close” < Back

Step &1 of 53 Cancel/Close

Now you can start putting in your transactions for the next election.

IMPORTANT: Should you have a remaining debt or surplus in a previous database, you should
remember to change over to that database any time you'll be entering transactions for that election.
It is possible that you will still report on the old election at the same time you are reporting on the
new election.

To get back to a previous database, Click on “File” at the top of the page. You should see currently
used databases listed at the bottom. Just double click on the one you need to work in.

o Campaign ToolBox - Filer # 174276 for

File #Activities Reports Tools  Internet  Help
Qpen
Export daka

C:AProgram FilestCTEKYIGEMNOT . mdb
C:1Program FilestCTEK Y i MNew, mdb

When you want to enter transactions for a different election, you will use the same steps - just pick
the database that you need to enter transactions into.
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